How to apply for jobs at
Coventry City Council
Resourcing team:
Tel- 02476975500, option 2
Email: resourcing@coventry.gov.uk

Find your job
Visit https://careers.coventry.gov.uk/

The information on the top
gives a summary of the
location, salary, hours,
contract and working pattern.

This gives you a summary of the
team which is recruiting.

This gives you a summary of the
role and what the manager is
looking for in an applicant.
• Do you fit the criteria?

Once you have found a job
This part of the advert gives you a summary of who
the manager is looking for and what is needed in an
applicant.
• Do you fit the criteria?

On every job we attach a Job Description & Person Specification
and our Application process.
Click the supporting documents to find out further information
about the role.
Click to apply

Job Description – About the role
Here you will find all the
main details of the role:
Job title, service, location,
grade, etc.

The job purpose will give you
a brief overview of your role.

In the main duties and
responsibilities you will
find out more in depth
detail about the role.
• Have you done any of
these in your previous
roles?
• Do you have
transferable skills
which would allow
you to fulfil these
duties?

Person Specification– What we are looking for
The person specification includes key attributes and
abilities that the manager is looking for you to have. You
will need to be able to demonstrate these during the
recruitment process, in relation to the knowledge
requirement, skills and abilities, relevant experience and
the level of educational requirement.

Please make sure you meet the
experience and education
requirements. If you apply for a role
that you are not qualified and
experienced to do managers will reject
your application.

How to apply- Creating your profile
Once you click apply the following screen will appear:
Step 1:
As this is your first
time applying for a
role with Coventry
City Council, you will
need to create an
account.
Fill in all fields, agree
the terms &
conditions and then
create your account.

Step 2:
Fill out all your personal
information.
This will be linked to all
your future applications.

Creating your CV
Step 3:
Creating your CV is a crucial step in your application process. This is
where you will be able to showcase all your experience, knowledge
and expertise which related to the role you are applying for.

Personal Summary: Start with a simple summary. Give us a brief
overview of your career background, your knowledge and expertise.
Hobbies and Interests: Tell us a bit about yourself, what do you enjoy
doing outside if work?

Career History: It is mandatory that you fill this field with your most
recent employment, however we want to get to know you – please
add more career history to cover up to the last 10 years.
Education/ Training: Tell us about your educational background. Do
you have any other qualifications relevant to the role you are applying
for?

Employment History
When adding your employment history
we would like to know where you have
worked for your last few positions. (For
safeguarding vacancies we will need
your past 10 years of employment
history)

To add more career history click here.

Your CV
Once you fill in all the information
you can then generate a copy of
your CV.

All Coventry City Council’s
recruitment is anonymised so
Managers will not be able to
see your personal details.

Details of your Employment
History will still be available to
managers so it is import you
add as much detail as possible.

Questionnaire- Personal Statement
Once you have created your CV and pressed ‘Continue’ you will be asked to answer a ‘required question’. It is likely that
you will be asked to provide a personal statement explaining your suitability for the post.
Make sure, when writing your
personal statement, that your
response is inline with the person
specification of the role you are
applying for. Focus on key areas
which may be asked in the advert
and give relevant examples from
your current/ past employment.
This will be key criteria for when
managers are shortlisting. We will
be looking for responses to be
comprehensive yet succinct, with
relevance to the role which is being
applied for.

Next steps…
Check your application before clicking
submit. Once you have submitted your
application you are unable to edit any
details or answers.

•

Keep a copy of the Job Description & Person Specification. You could be asked a specific technical or specialist
question that relates to the role if you are successful to interview.

•

Once you have submitted your application take a note of closing and Interview date.

•

Managers do not look at applications until after the closing date, so it is un likely you will hear anything before
then.

•

If you are successful at shortlisting you will receive an email inviting you in for an interview.

•

If you are unsuccessful at application stage, look back at your application. How could you have completed this
better? Do you meet the job requirements? Unfortunately managers tend not to give feedback at application
stage, call the Resourcing Team and they can look into your application.

Need more help? Visit the Job Shop
Having problems with your application?
Or maybe just want to make sure it's the best it can possibly be?
The Job Shop is a Council-run service offering one-to-one support to those looking for a little extra help in their job
search. They provide a wide range of support to all Coventry residents, of all ages, who are looking for work. The
skilled team offer friendly, helpful advice, from reviewing CV’s, to providing support with transport costs and all things
work-related.
They are open Monday to Friday, 9.15am (Thursdays 10.30am) to 4.30pm.
Email: jobshop@coventry.gov.uk
Tel: 024 7678 5740
Address: 1 Bull Yard, Coventry, CV1 1LH
Our Coventry City Council Recruitment Team hold a Tips and Guide event at the Job Shop each month, here we will
go through how to apply, how to fill out your application form and we will also be there to answer your questions.
To book onto the Tips and Guide events please register with the Job Shop and book your place!

